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REP)  under  the  O&MA  Program,  Work  Unit  Title,  "Real  Estate  Status 
Reporting  Procedures."  The  OCE  technical  monitor  was  Mr.  E.  W. 

Merli  (DAEN-REP).  Additional  direction  was  provided  by  Mr.  L.  L. 
Pitchford,  Jr.,  Chief,  DAEN-REP. 


This  study  was  conducted  by  the  Facility  Systems  Division  (FS), 
U.S.  Arniy  Construction  Engineering  Research  Laboratory  (CERL).  The 
work  was  performed  by  Mr.  C.  P.  Altheide,  Principal  Investigator,  and 
Mr.  G.  M.  Polin. 


Mr.  E.  A.  Lotz  is  Chief  of  FS.  COL  J.  E.  Hays  is  Commander  and 
Director  of  CERL  and  Dr.  L.  R.  Shaffer  is  Technical  Director, 
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ANALYSIS  OF  REAL  ESTATE  STATUS 
REPORTING  PROCEDURES 


1 INTRODUCTION 


Background 

The  Directorate  of  Real  Estate  (DAEN-RE)  of  the  Corps  of  Engineers 
performs  the  functions  of  a real  estate  agent  primarily  for  the  U.S. 

Army,  but  also  for  the  Air  Force,  the  National  Aeronautics  and  Space 
Administration  (NASA),  the  Energy  Research  and  Development  Agency  (ERDA), 
the  National  Park  Service  (NPS),  and  other  Federal  agencies.  DAEN-RE's 
primary  activities,  as  listed  on  ENG  Form  1685  (Figure  1),  include  the 
following; 

1.  Project  Planning 

2A.  Acquisition  (Pre-Condemnation) 

2B.  Acquisition  (Post-Condemnation) 

3.  Inleasing 

4.  Relocation  Assistance 

5.  Compliance  Inspections 

6.  Utilization  Inspections 

7.  Outgranting 

8.  Disposals 

9.  Local  Cooperation 

10.  Timber  Harvest 

11.  Maneuver  Permits 

12.  Care  and  Custody 


13.  Administrative  Activities 

14.  District  Overhead 

15.  Homeowner's  Assistance  (HA). 

Corps  Real  Estate  Districts  are  organized  such  that  one  branch, 
usually  named  the  Planning  and  Control  (P&C)  Branch,  is  responsible 
for  record-keeping  and  reporting  on  the  District's  activities  to  the 
Real  Estate  Programs  Division  (REP)  at  OCE.  The  Systems  Operation  and 
Management  Branch  (REP-S)  of  the  Real  Estate  Programs  Division  is  the 
branch  of  REP  responsible  for  the  status  reporting  tasks.  REP-S  is 
in  communication  with  the  P&C  Branches  in  the  field  and  also  the 
Engineer  Data  Processing  Center  (EDPC),  which  handles  the  automated 
data  processing  (ADP)  system  work  for  REP. 


Status  reporting  (vertical  reporting  of  information  between  the 
Districts  and  REP)  requires  considerable  effort  by  personnel  at  the 


Districts  and  REP-S.  A large  number  of  update  actions  are  processed 
quarterly  by  the  Districts  and  REP-S,  requiring  considerable  manual 
effort  to  physically  handle  and  process  the  flow  of  paper  and  punched 
cards.  Changes  in  data  are  often  delayed  nearly  an  entire  fiscal 
quarter.  This  large  volume  of  actions  and  lengthy  turnaround  time 
prompted  REP  to  initiate  the  investigation  documented  in  this  report. 


Purpose 

The  purpose  of  this  study  is  to  investigate  and  evaluate  the  exist- 
ing status  reporting  procedures  and  associated  ADP  systems  used  by  the 
Directorate  of  Real  Estate,  Programs  Division,  with  a view  toward  im- 
proving the  timeliness  of  information  in  the  systems,  reducing  manual 
efforts,  and  eliminating  redundant  data  reporting.  The  investigation 
was  to  determine  whether  (1)  the  current  systems,  with  some  stream- 
lining and  improvement,  are  adequate  for  the  foreseeable  future,  or  (2) 
a new  consolidated  status  reporting  system  should  be  developed  for  the 
DAEN-RE.  The  determination  was  to  be  based  primarily  on  improved  ef- 
ficiency in  performing  the  workload  and  turnaround  time;  of  secondary 
concern  were  to  be  improvements  in  the  capabilities  of  the  system(s), 
such  as  the  capability  to  produce  new  reports  or  additional  informa- 
tion in  current  reports. 


Approach 

Effort  in  this  study  was  concentrated  on  the  actual  work  of  the 
P&C  Branch,  with  particular  emphasis  given  to  the  preparation  of  re- 
ports for  REP-S. 

Based  on  the  work  performed  by  the  P&C  Branches  with  respect  to 
automated  system  reporting,  some  of  the  activities  listed  on  ENG  Form 
1685  were  eliminated  from  consideration:  Project  Planning,  which  in- 
volves little  or  no  upward  status  reporting  and  does  not  have  an 
automated  data  base;  Administrative  Activities  and  District  Overhead, 
which  do  not  involve  upward  status  reporting;  and  Compliance  and 
Utilization  Inspections,  which  for  the  most  part  are  not  reported  up- 
wards. The  Timber  Harvest,  Maneuver  Permits,  and  Care  and  Control 
activities  were  also  dropped  from  consideration  due  to  their  extremely 
small  volume.  In  addition.  Acquisition  (Pre-Condemnation),  Acquisition 
(Post-Condemnation),  and  Local  Cooperation  were  combined  into  a single 
activity,  since  they  are  reported  as  such. 

The  following  activities  are  then  the  focal  point  of  the  present 

study: 


10 


sm 


1.  Acquisition 

2.  Disposals 

3.  Inleasing 

4.  Outgranting 

5.  Homeowner's  Assistance 

6.  Relocation  Assistance. 

The  existing  {FY77)  status  reporting  procedures  were  investigated 
by  studying  the  work  of  the  P&C  Branches  of  Louisville  (ORL)  and  Omaha 
(MRO)  Real  Estate  Districts.  Investigators  visited  each  District  and 
initiated  mail  and  phone  contacts  as  a means  of  collecting  documents 
and  clarifying  details  of  operation.  Visits  and  phone  calls  were  also 
made  to  the  Missouri  River  (MRD)  and  Ohio  River  (ORD)  Real  Estate 
Division  offices.  In  general,  it  was  found  that  none  of  the  status  re- 
porting tasks  for  the  six  systems  occurs  at  the  Divisions  and  that  the 
Divisions  only  review  District  status  reporting  actions.  Status  re- 
ports are  sent  from  District  offices  directly  to  the  DAEN-RE,  with 
copies  furnished  to  Division  offices.  Divisions  are  therefore  not  dis- 
cussed further  in  this  report.  The  work  of  REP-S  was  also  studied. 

The  final  step  in  the  research  effort  was  investigation  of  the 
existing  computer  facilities  at  EDPC  and  the  six  real  estate  ADP  sys- 
tems. Program  documentation,  system  documentation,  and  magnetic  tapes 
of  the  master  files  were  obtained  for  each  of  the  six  systems. 


Organization  of  Report 

Chapters  2 through  6 of  this  report  cover  the  six  individual 
systems,  with  Inleasing  and  Outgranting  combined  into  one  chapter  be- 
cause of  their  similarities.  Each  of  these  chapters  contains  a des- 
cription of  the  procedures  and  documents  involved  in  the  system,  an 
analysis  of  these  procedures,  and  a summary  with  recommendations  for 
streamlining  the  system.  These  streamlining  recommendations  assume 
that  the  systems  are  to  be  maintained  approximately  as  they  stand; 
i.e.,  that  no  major  revision  of  any  individual  system  is  contemplated. 

Chapter  7 provides  an  overview  of  all  six  systems,  with  comments 
regarding  their  possible  consolidation  into  one  automated  status  re- 
porting system. 

Chapter  8 presents  some  observations  made  during  the  study  on  two 
additional  ADP  systems  with  which  real  estate  personnel  are  involved. 

Conclusions  and  recommendations  for  each  of  the  six  systems  are 
presented  in  Chapter  9,  along  with  general  streamlining  and  consolida- 
tion recommendations. 
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Mode  of  Technology  Trans fer 

The  results  of  this  study  will  impact  on  the  following  regula- 
tions defining  real  estate  reporting  procedures; 

1.  ER  405-1-105,  Ar>quT si t i <ni  (16  August  1973) 

2.  ER  405-1-1041,  Disposal  (10  March  1967) 

3.  ER  405-1-1020,  Rcaonls  aruJ  Hi'pnytc, — Leaseholds  (30  August  1974) 

4.  ER  405-1-1030,  Records  atui  Reports — Outgrants  (24  April  1973) 

5.  ER  405-345-700,  Homeowner’s  Assistance  Program  (1  September  1971) 

6.  ER  405-1-663,  Regulation  for  the  Implementation  of  the  Uni- 
form Relocation  Assistance  Policy  Act  of  1970  (30  June  1973) 

Changes  to  these  regulations  based  on  conclusions  and  recommenda- 
tions presented  herein  are  solely  the  responsibility  of  DAEN-REP. 
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2 ACQUISITION 


DAEN-RE's  primary  task  is  the  acquisition  of  land  for  projects 
which  have  been  authorized  by  Congress  for  the  Departments  of  the 
Army  (military  or  civil  works)  and  Air  Force,  ERDA,  NASA,  NPS,  and 
other  Federal  agencies.  This  is  a lengthy  process;  10  years  may 
elapse  between  the  first  notification  to  landowners  and  the  last 
court  case.  The  Corps  maintains  extensive  records  for  each  tract  of 
land,  including  such  things  as  dates  and  dollar  amounts  of  appraisals 
and  offers.  The  rules  for  this  recording  and  reporting  are  specified 
in  ER  405-1-1015,^  which  is  primarily  concerned  with  the  proper 
methods  of  filling  out  the  Acquisition  Docket  Sheet  and  an  Acquisition 
Progress  Report.  The  Acquisition  Progress  Report  is  the  document  used 
to  provide  REP  with  quarterly  summaries  of  progress  on  a project. 

REP  uses  this  information  to  augment  its  Acquisition  Master  File. 
District  personnel  use  two  different  techniques  to  produce  these  re- 
ports. One  is  strictly  a manual  record-keeping  procedure;  the  other 
is  partially  automated. 


Procedures  in  the  Manual  System 

Figure  2 shows  the  Acquisition  Docket  Sheet  (ENG  Form  1069). 

Land  required  for  a project  is  divided  into  numbered  tracts  before 
acquisition  begins.  The  first  section  of  the  docket  sheet  contains 
this  tract  information.  For  each  tract,  the  landowner's  name,  the 
acreage  involved,  and  two  dates— the  date  the  tract  ownership  was 
available  and  the  date  the  tract  mapping  was  completed— are  recorded. 
Two  types  of  acreage  are  also  recorded--the  acreage  for  which  the 
Government  requires  absolute  ownership  (fee)  and  the  acreage  for  which 
a lesser  interest,  such  as  an  easement  or  other  right  of  passage,  is 
required.  Possession  dates  and  methods  are  also  recorded. 

A tract  of  land  may  be  reappraised  several  times  during  the 
lengthy  acquisition  process;  it  is  not  uncotmion  for  the  same  tract  of 
land  to  be  appraised  as  many  as  four  times.  New  appraisal  values  and 
dates  are  noted  by  crossing  out  the  current  values  and  writing  the 
new  ones  in  above  them. 

Title  evidence  for  each  tract  of  land  must  be  obtained  carefully 
so  that  a project  cannot  be  halted  by  claims  against  the  land  once 
construction  has  begun.  If  the  landowner  and  the  Corps  can  agree  on 
a price,  the  amount  agreed  to  and  the  dates  of  the  events  leading  up 
to  the  closing  are  recorded. 


^Acquisition,  ER  405-1-105  (Office  of  the  Chief  of  Engineers  [OCE], 
16  August  1973) . 


13 


If  the  Corps  and  the  owner  cannot  agree  on  a price,  the  property 
is  condemned  and  the  matter  goes  to  court  for  legal  proceedings  known 
as  condemnation.  The  primary  stage  of  condemnation  proceedings  is  the 
Government’s  filing  of  a Declaration  of  Taking,  usually  abbreviated  as 
D/T.  Once  this  docunient  has  been  filed  with  the  court  (along  with 
monies  at  least  equal  to  the  appraised  value  of  the  land,  to  show  the 
Government's  intent  to  pay  for  the  land),  the  title  of  the  land  is  trans- 
ferred to  the  Government.  Arguments  in  court  over  the  exact  price  to 
be  paid  may  continue  for  some  time.  This  stage  of  the  proceedings  is 
referred  to  as  post-condemnation.  If  rightful  ownership  is  uncertain, 
if  the  land  is  tied  up  in  an  estate  settlement,  or  if  there  is  a large 
number  of  owners,  a tract  of  land  may  also  be  condemned  for  title. 

The  date  of  a final  opinion  is  recorded  for  either  purchase  or  con- 
demnation and  remarks  may  be  recorded  for  local  purposes. 

Since  a project  may  include  several  thousand  tracts  of  land,  as 
many  pages  of  ENG  Forms  1069  as  required  are  bound  together  in  a book 
in  tract  number  order.  The  tract  number  is  therefore  the  unique  ident- 
ifier on  all  documents  relating  to  acquisition  progress  in  the  field 
offices  and  at  the  Districts. 

Figure  3 shows  the  Acquisition  Progress  Report  (ENG  Form  2440), 
which  summarizes  the  ENG  Forms  1069  for  a single  project.  Districts 
send  ENG  Forms  2440  to  REP  quarterly.  The  top  of  the  form  is  concerned 
with  the  same  information  as  the  ENG  Form  1069,  identifying  the  project 
and  its  location  and  authorization  directives.  The  second  section  of 
the  form  (Complete  Project  Requirements)  tells  how  many  acres,  dollars, 
and  tracts  of  land  are  needed  to  complete  the  entire  project  and  how 
many  have  been  authorized,  and  summarizes  what  has  been  achieved  in  the 
current  quarter  and  to  date. 

The  remainder  of  the  form  provides  the  detail  upon  which  the 
suimtaries  are  based.  It  is  organized  as  a matrix,  composed  of  the  in- 
tersection of  the  methods  of  obtaining  the  land  (purchase,  condemnation, 
etc.)  with  the  type  of  interest  obtained  (fee  simple,  lesser  interest, 
lease-use  permit,  or  public  domain).  Intersections  between  some  cate- 
gories are  not  meaningful;  some  boxes  in  the  matrix  are  therefore 
colored  gray  to  indicate  that  they  need  not  be  filled. 

As  already  stated,  the  information  on  ENG  Form  1069  is  arranged 
by  tract  number.  However,  the  ENG  Form  2440  quarterly  report  is 
organized  by  method  and  type  of  interest.  Thus,  preparing  an  ENG  Form 
2440  directly  from  the  ENG  Forms  1069  requires  going  through  the  entire 
book  of  docket  sheets  (20  to  30  sheets  for  an  average  project),  line 
by  line,  looking  for  dates  in  the  current  quarter.  Upon  finding,  for 
example,  that  an  option  was  accepted  in  the  current  quarter,  the  number 
of  tracts,  acres,  and  dollar  amounts  involved  must  be  copied  to  another 
sheet,  from  which  the  totals  for  the  quarter  can  be  determined. 

Aside  from  the  time-consuming  nature  of  this  task  for  l.'-ge  pro- 
jects, the  procedure  has  a tremendous  potential  for  error.  The  book 
of  docket  sheets  is  Handwritten,  with  much  crossing  out  and  many  different 
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handwritings  often  spanning  10  years  of  acquisition  history.  One  can 
therefore  understand  how  a clerk  might  misread  or  simply  miss  a date 
from  the  current  quarter. 


For  this  reason,  ORD  created  an  intermediate  document--the  Pro- 
ject Summary  Worksheet  (Figure  4).  When  information  is  recorded  on  the 
ENG  Form  1069,  an  entry  is  also  made  on  the  Project  Summary  Worksheet. 
The  columns  of  the  worksheet  correspond  to  certain  lines  on  the  ENG 
Form  2440.  By  adding  the  entries  in  a column,  the  totals  for  that  line 
are  easily  produced.  Other  columns  on  the  form  are  used  to  produce 
totals  for  ORD  Form  743  (Figure  5),  an  acquisition  analysis  report  re- 
quired monthly  by  ORD. 

The  Project  Summary  Sheet  has  no  agency  number  on  it.  Whether 
other  Districts  with  manual  systems  employ  this  summary  sheet  or  a 
similar  one,  or  work  directly  from  the  ENG  Forms  1069  has  not  been 
determined.  The  Omaha  District,  however,  has  automated  most  of  the 
Acquisition  recording  and  reporting  process,  as  discussed  in  the  next 
section. 


Procedures  in  the  Automated  System 

An  Acquisition  Data  Base  (ADB)  is  at  the  heart  of  the  Omaha  auto- 
mated system.  For  a new  project,  coded  information  for  each  tract  of 
land  is  entered  by  punched  cards  to  the  ADB.  The  data  entered  for  each 
tract  are  the  same  information  that  would  be  entered  into  a docket  book 
when  a new  project  is  started  - the  tract  number,  the  number  of  acres, 
the  owner's  last  name,  and  the  mapping  date  for  the  tract.  One  punched 
card  with  this  information  is  required  to  enter  each  tract  in  the  ADB, 
just  as  one  line  in  the  ENG  Form  1069  docket  sheet  is  required  for  each 
tract. 

As  in  the  manual  system,  two  entries  are  needed  to  fully  record 
events  in  the  acquisition  history  of  a tract.  Louisville  records 
each  event  on  the  docket  sheet  and  Project  Summary  Worksheet;  Omaha 
records  each  event  on  its  own  computer-generated  docket  sheets,  MRD 
Form  0810  (Figure  6),  and  on  80-column  coding  forms  (ENG  Form  2900), 
one  of  which  is  shown  in  Figure  7.  The  changes  made  on  the  docket 
sheet  printout  serve  to  keep  it  up  to  date  until  it  is  reprinted.  The 
ADB  is  updated  monthly  based  on  cards  punched  from  the  coding  sheets, 
and  the  revised  docket  sheet  is  then  reprinted  based  on  the  updated 
ADB. 

Columns  1 through  13  of  the  coding  form  identify  the  project  and 
tract  involved.  The  coding  sheet  is  then  divided  into  pairs  of  field 
numbers  and  data  sections.  Each  possible  event  in  the  process  of  ac- 
quiring a tract  (such  as  an  appraisal  or  an  option  accepted)  has  a 
field  number  associated  with  it;  the  data  for  that  event  (usually  a 
date  or  a dollar  amount)  are  recorded  in  the  data  column  next  to  the 
field  number  column.  All  information  on  the  docket  sheet  is  coded  in 
this  way. 
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The  ADB  thus  con'.ains  the  information  seen  on  the  docket  sheet. 
The  rest  of  the  information  needed  to  complete  an  ENG  Form  2440 
(alphanumeric  heading  information  and  cumulative  totals  from  previous 
quarters)  is  stored  in  a separate  data  base.  Quarterly,  Omaha  com- 
bines these  two  data  bases  and  prints  out  an  ENG  Form  2440  for  each 
project,  to  be  sent  to  REP  in  lieu  of  the  usual  manually  filled-out 
ENG  Forms  2440. 

Whether  the  ENG  Form  2440  is  produced  manually  or  automatically, 
each  District  sends  one  form  to  REP  for  each  active  project.  This 
form  is  placed  into  REP's  "active"  file,  which  contains  the  latest 
copy  of  ENG  Form  2440  for  every  project.  The  old  active  copy  is  put 
into  a "working"  file,  which  extends  back  1 fiscal  year.  When  a non- 
final ENG  Form  2440  is  over  1 year  old,  it  is  destroyed.  Final  ver- 
sions of  ENG  Forms  2440,  however,  are  placed  into  an  historical  file. 

A subset  of  the  information  on  the  active  2440s  is  transcribed 
at  REP-S  onto  keypunch  forms  {ENG  0-4605,  Figure  8),  after  which  it  is 
keypunched  at  EDPC.  When  the  keypunching  has  been  checked  and  veri- 
fied by  REP-S,  the  punched  cards  are  returned  to  EDPC.  A preprinted 
job  request  (ENG  Form  0-4495,  Figure  9)  is  sent  with  the  punched  cards 
to  tell  EDPC  exactly  which  programs  to  run,  what  outputs  to  print, 
and  how  many  copies  of  each  are  expected. 

For  the  acquisition  system,  all  of  the  EDPC  outputs  are  used  by 
REP;  none  are  sent  back  to  District  offices.  Examples  of  EDPC  out- 
puts include  a printed  copy  of  the  Acquisition  Master  File  and  sum- 
maries of  acquisition  accomplishments  by  state  and  agency.  Other  out- 
puts are  produced  yearly  or  upon  special  request. 


Acquisition  Information  Flow 


Figure  10  surmarizes  the  Acquisition  manual  reporting  process. 

A notifying  document  arrives  at  the  District  P&C  Branch  and  is  recorded 
on  both  the  ENG  Form  1069  docket  sheet  and  a surranary  sheet.  Quarterly, 
the  summary  sheet  and  the  docket  sheet  are  used  to  prepare  the  ENG 
Forms  2440  for  each  active  project.  The  ENG  Forms  2440  are  then  sent 
to  REP. 

At  REP,  the  old  active  2440  file  and  the  old  working  2440  file 
are  merged  into  a new  working  file,  after  any  ENG  Forms  2440  over  1 
fiscal  year  old  have  been  thrown  away.  The  new  ENG  Forms  2440  received 
from  the  District  become  the  new  active  files.  The  information  on  the 
new  active  ENG  Forms  2440  is  then  transcribed  onto  coding  forms  (ENG 
Forms  0-4605),  which  are  keypunched  at  EDPC  and  returned  to  OCE  for 
checking  and  correction.  The  punched  cards,  along  with  a preprinted 
job  request,  are  then  submitted  to  the  Acquisition  ADP  system.  The 
principal  outputs  of  this  system  are  a new  Acquisition  Master  File  (on 
tape)  and  a printed  copy  of  this  master  file  along  with  error  reports 
and  other  listings  (sent  to  REP). 
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Figure  11  is  the  flowchart  summarizing  the  Omaha  Automated  W 

Acquisition  System.  When  a notifying  document  arrives  at  the  P&C  li 

Branch,  information  is  recorded  by  marking  up  the  computer-generated  I* 

docket  sheet  and  by  entering  information  on  the  ENG  Form  2900  coding  |i 

forms.  The  ENG  Forms  2900  are  periodically  keypunched  and  checked,  1 5 

Monthly,  the  punched  cards  are  submitted  to  the  Omaha  ADP  Ac-  i 

quisition  System  for  updating  the  ADB  and  producing  an  updated  docket  | f 

sheet,  which  supersedes  the  previous  one.  At  the  end  of  the  quarter,  ’ | 

the  Omaha  ADP  2440  system  is  run;  this  system  uses  the  ADB  to  produce 
a printout  of  the  ENG  Form  2440  information  for  each  active  project. 

These  printouts  are  sent  to  REP,  which  accepts  and  processes  them  in 
lieu  of  the  usual  ENG  Form  2440. 


Analysis  of  the  Automated  and  Manual  Systems 

The  manual  system,  as  studied  at  Louisville,  functions  effectively 
and  efficiently.  There  is  neither  unnecessary  record-keeping  nor  un- 
necessary steps  in  the  process.  From  the  Louisville  District  employees' 
point  of  view,  the  primary  problem  with  Acquisition  reporting  is  meet- 
ing the  dual  reporting  requirements  of  the  ORD  Form  743  and  the  ENG 
Form  2440.  The  two  reports  are  dissimilar  enough  in  some  aspects  to 
require  a certain  amount  of  dual  record-keeping.  However,  the  Corps 
organizational  structure  allows  Divisions  to  impose  reporting  require- 
ments on  their  Districts,  so  the  necessity  for  two  such  similar  reports 
cannot  be  avoided  in  the  current  system.  If  a new  consolidated  system 
were  to  be  developed,  one  report  could  be  designed  to  satisfy  both 
DAEN-RE  and  the  Division,  or  the  two  reports  could  be  generated  auto- 
matically from  a common  ADB  without  any  extra  work  for  District  employees. 

A proper  evaluation  of  the  automated  system  at  Omaha  could  only 
be  made  by  comparing  its  cost  with  the  cost  of  the  former  manual  system 
at  Omaha;  this  is  impossible,  however,  since  the  automated  system  has 
been  in  operation  several  years  and  no  records  exist  which  would  allow 
the  comparison  to  be  made. 

If  time  is  saved  by  using  the  automated  system,  it  is  in  the 
preparation  of  the  ENG  Form  2440  information  at  the  end  of  the  quarter. 

The  recording  procedure  for  the  two  systems  is  quite  similar.  Each 
system  requires  that  an  entry  be  made  on  a docket  sheet.  Each  system 
also  requires  that  a second  entry  be  made;  for  the  manual  system  this 
involves  the  Project  Summary  Worksheet,  while  for  the  automated  system 
the  second  entry  is  on  a coding  sheet.  Since  the  entry  on  a coding 
sheet  is  more  complex  and  the  coding  sheets  must  be  keypunched,  the 
automated  system's  only  opportunity  to  save  is  in  the  production  of 
the  ENG  Form  2440  reports.  Yet  initial  estimates  obtained  by  telephone 
from  Omaha  employees  indicate  that  the  automated  system  is  less 
efficient  than  Louisville's  manual  system  in  this  respect,  Omaha  re- 
quires an  average  of  5 man-days  to  produce  the  ENG  Form  2440  reports 
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using  the  automated  system  (Omaha  still  produces  the  reports  for 
military  construction  projects  manually);  in  contrast,  Louisville, 
which  has  a similar  reporting  load,  takes  only  2 days  to  prepare  the 
reports.  While  one  would  not  wish  to  rely  too  heavily  on  this  analysis 
(since  interest  in  the  efficiency  of  the  systems  is  confounded  with 
probable  differences  in  employee  efficiency  and  working  conditions 
between  the  two  Districts),  the  additional  verbal  reports  from  Omaha 
District  employees  about  inefficiencies  and  problems  with  the  automated 
system  lead  toward  the  conclusion  that  this  automated  system  is  cer- 
tainly no  more  efficient  than  the  manual  and  should  not  be  pursued  as 
a solution  to  Acquisition  reporting  problems.  Although  it  is  called 
an  automated  system  here,  it  is  in  fact  no  more  automated  than  report- 
ing systems  for  other  real  estate  activities  since  it  relies  on  paper 
recording  and  punched  card  input  media. 


Summary  of  Acquisition  Reporting 

No  interim  change  is  recommended  to  the  current  Acquisition  sys- 
tem. Both  the  automated  and  the  manual  versions  of  the  system  are 
workable;  there  are  no  extra  steps  in  the  process  and  no  unnecessary 
record-keeping  that  can  be  eliminated.  No  significant  developmental 
work  should  be  done  on  the  Acquisition  system,  since  its  technology  is 
so  close  to  being  out  of  date  (namely  a paper  and  keypunch  card 
system) . 

One  change  that  was  considered  was  moving  the  transcript  coding 
and  keypunching  functions  to  the  District.  While  this  would  make  the 
Acquisition  system  look  more  like  the  systems  for  four  of  the  other 
activities,  there  are  only  small  benefits  associated  with  such  a change 
and  large  costs  in  the  form  of  training  of  District  workers,  issuance 
of  new  regulations  and  instructions,  and  errors  due  to  initial  con- 
fusion. Even  if  initial  costs  are  ignored,  the  volume  of  cards  fed 
into  the  Acquisition  system  is  quite  small  (641  in  a recent  quarter 
according  to  REP  records).  Transcribing  and  keypunching  such  a small 
number  of  cards  in  one  place  is  clearly  more  efficient  than  spreading 
the  function  out  over  more  than  30  offices.  But  if  data  entry  into  a 
consolidated  system  is  planned  for  the  Districts,  transfer  of  that 
responsibility  now  with  REP  monitoring  input  errors  would  increase  the 
benefits  associated  with  such  a change. 

A second  change  considered  was  Corps-wide  adoption  of  the  Omaha 
automated  system.  It  is  clear  from  conversations  with  Omaha  District 
personnel  that  the  system  is  not  satisfactory  to  them.  While  it  might 
ultimately,  after  some  modifications,  prove  to  be  satisfactory,  the 
cost  of  the  modifications  cannot  be  justified  by  any  benefits.  Essen- 
tially, REP  would  be  exchanging  one  paper  and  keypunch  card  system 
for  another. 
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3 DISPOSALS 


The  Corps  not  only  acquires  land,  but  also  disposes  of  it.  Land 
acquired  for  the  construction  of  a lake  or  a lock  and  dam  nay  be  of 
no  further  use  to  the  Corps  upon  comoletion  of  the  facility;  buildings 
located  on  the  land  may  also  be  disposed.  Army  installations  with 
excess  property  for  disposal  also  fall  under  the  Corps'  aegis.  The 
DAEN-RE ’must  execute  and  report  on  the  stages  in  the  disposal  process 
from  the  time  the  property  is  declared  excess  until  it  is  sold,  trans- 
ferred, or  otherwise  disposed. 


Disposals  Procedure 

ER  405-1-1041^  prescribes  the  rules  for  progress  reporting  of 
inactive,  excess,  and  surplus  real  property  at  Army  and  Air  Force  in- 
stallations, civil  works  projects,  and  various  Federal  agencies  for 
which  the  Corps  acts  as  real  estate  agent.  The  two  basic  ways  to  dis- 
pose of  excess  property  are  (1)  to  transfer  it  to  another  Government 
agency  which  currently  has  a use  for  it,  or  (2)  to  sell  or  otherwise 
convey  it  to  private  parties. 

The  usual  method  of  transfer  from  one  Government  agency  to 
another  is  through  the  General  Services  Administration  (GSA).  A 
Standard  Form  (SF)  118  (Figure  12)  must  be  filed  with  GSA  for  any  ex- 
cess property  under  a District  Engineer's  jurisdiction.  If  GSA  knows 
of  a Government  agency  with  a need  for  this  property,  they  will  agree 
to  take  custody  of  the  property,  and  the  Corps'  responsibility  ends. 

If  no  Government  agency  requires  the  property,  it  is  declared  to  be 
surplus,  and  the  District  Engineer  has  the  responsibility  of  disposing 
of  it,  generally  through  an  advertised  sale  with  closed  bidding. 

The  primary  document  in  disposal  recording  is  ENG  Form  0-336, 
the  Real  Property  Disposal  Report  (Figure  13).  The  top  part  of  the 
form  gives  the  basic  data  on  the  installation  (in  this  example,  the 
Indiana  Army  Anmunition  Plant)--its  name.  Division,  District,  city,  and 
state;  a locally  assigned  audit  number  for  the  property  involved;  and 
the  date  and  type  (final  or  recurring)  of  the  report.  If  the  report 
is  recurring,  as  in  this  case,  there  is  more  excess  land  or  real  prop- 
erty to  be  disposed.  Additional  data  on  the  top  of  the  form  include  the 
acreage  of  the  entire  installation  (17,921  acres  [72.5  km^]  in  fee, 

1557  acres  [6.3  km^]  of  easement,  and  249  leased  acres  [1.0  km^]),  the 
agency  owning  the  property  (Army),  the  type  of  property  (industrial), 
and  a designation  of  whether  the  entire  installation  or  merely  a 
portion,  as  is  the  case  here,  is  excess. 


^Disposal,  ER  405-1-1041  (OCE,  10  March  1967). 
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The  initial  designation  of  a report  of  excess  property  at  an 
installation  is  made  by  filling  in  the  information  in  the  header  of 
the  ENG  Form  0-836  on  an  ENG  Form  836a.  REP  returns  a computer- 
printed  ENG  Form  0-836  to  the  District.  Further  changes  in  disposal 
progress  are  recorded  on  the  form  itself  by  adding  lines  or  by 
crossing  out  the  printed  entries  and  writing  in  new  ones.  This  marked- 
up  ENG  Form  0-386  is  returned  to  REP  quarterly,  along  with  the  sup- 
porting documents. 

Further  examination  of  the  examples  in  Figures  13  and  14  may  be 
helpful.  For  instance,  the  first  line  of  Figure  14,  an  ENG  Form  0-836 
from  Camp  Atterbury,  indicates  that  20  acres  of  land  that  the  Army 
owned  at  Camp  Atterbury,  reference  number  0201,  were  declared  excess 
on  14  April  1954.  The  land  cost  the  Army  $18,227.  The  land  was  re- 
ported to  GSA  for  disposal  on  26  August  1954,  and  the  disposal  by  GSA 
was  completed  on  30  January  1956.  In  this  case,  GSA  took  the  property 
into  its  custody;  at  other  times,  it  may  direct  DAEN-RE  to  transfer  the 
property  directly,  as  it  did  for  the  property  in  line  3,  which  was  dis- 
posed to  the  Department  of  Health,  Education,  and  Welfare  (HEW),  and 
the  property  on  line  6,  which  was  transferred  to  the  Agriculture  De- 
partment. 

These  are  examples  of  completed  disposals.  The  line  of  Figure  13 
with  reference  number  1801  shows  property  in  the  midst  of  disposal.  It 
has  the  action  code  12,  meaning  "to  be  sold."  When  the  Omaha  District 
receives  confirmation  that  the  property  has  been  sold,  the  12  is  crossed 
out  and  an  action  code  of  22,  meaning  "sold,"  and  the  date  of  the  sale 
is  entered  in  the  appropriate  columns,  completing  the  disposal  process 
for  that  tract.  After  the  completion,  the  next  quarter's  computer 
printed  ENG  Forms  0-836  include  the  new  status. 

REP-S  transcribes  the  change  recorded  by  the  District  on  a marked- 
up  ENG  Form  0-836  onto  specially  designed  80-column  coding  forms  (ENG 
Forms  2900,  Figure  15).  There  are  four  card  formats  (number  1 format 
is  shown).  Card  formats  1 and  2 are  used  to  create  an  ENG  Form  0-836-a, 
an  initial  report  of  excess  property  at  an  installation,  and  card  for- 
mats 3 and  4 are  used  to  code  the  disposal  process  of  the  various  tracts 
of  land,  i.e.,  the  lines  in  the  body  of  the  ENG  Form  0-836. 

When  the  changes  have  been  transcribed  onto  these  coding  forms, 
EDPC  keypunches  cards  for  REP.  EDPC  also  verifies  the  keypunching.  The 
cards  and  coding  forms  are  returned  to  REP  along  with  a listing,  which 
is  then  checked  again  for  errors.  The  cards  are  then  returned  to  EDPC 
for  computer  processing.  The  ADP  master  file  for  Disposals  is  updated, 
and  a new  six-part  ENG  Form  0-836  is  sent  to  REP  for  distribution. 

Three  parts  are  retained  at  the  DAEN-RE  level— two  for  REP-S,  and  one 
for  the  Management  and  Disposal  Branch.  REP-S  uses  one  of  its  copies 
as  a file  copy  and  the  other  as  a working  copy.  Of  the  remaining  three 
copies,  one  is  sent  to  the  Division  and  two  to  the  District.  The  two 
District  copies  are  marked  Part  2 - Report  of  Change  and  Part  4 - 
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District  Engineer.  Part  4 is  the  working  copy,  which  is  retained, 
while  Part  2 is  marked  with  the  next  quarter's  changes  and  returned  to 
REP  along  with  the  documents  substantiating  the  changes. 
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Disposals  Information  Flow 

The  flowcharts  in  Figure  16  summarize  the  Disposal  status  re- 
porting process.  An  ENG  Form  0-836-a  is  filled  out  upon  the  arrival  of 
a notifying  document,  usually  a copy  of  an  SF  118,  Report  of  Excess 
Property,  which  has  been  sent  to  GSA.  Two  copies  of  this  form  are  sent 
to  REP  at  the  end  of  the  quarter. 

Disposal  actions  for  property  already  declared  as  excess  are  re- 
corded on  ENG  Form  0-836.  Quarterly,  one  of  the  two  copies  of  this 
form  is  sent  to  REP,  while  the  other  copy  is  retained  at  the  District, 
The  various  notifying  documents  for  disposal  actions  are  sent  along 
with  the  forms. 

REP  uses  these  notifying  documents  to  check  and  correct  any 
District  errors  in  entering  the  data.  When  REP  is  satisfied  with  the 
correctness  of  the  ENG  Form  0-836,  the  information  is  coded  onto  pre- 
printed coding  forms  (ENG  Form  2900)  using  formats  1 through  4.  The 
coding  forms  are  then  keypunched  by  EDPC  and  returned  to  REP  for 
another  error  correction.  The  corrected  punched  cards,  along  with  a 
preprinted  job  request  are  submitted  to  EDPC,  and  the  Disposals  ADP 
system  is  updated.  The  principal  outputs  of  the  system  are  an  updated 
master  tape,  error  reports  and  listings,  and  the  updated  ENG  Forms 
0-836,  which  are  sent  to  the  District. 


Disposals  System  Analysis 

The  design  of  the  Disposals  system  is  very  well  suited  to  its 
small  size;  fewer  than  1000  punched  cards  are  input  to  the  Disposal 
ADP  system  quarterly,  representing  a maximum  of  500  disposal  actions 
during  the  quarter.  Assuming  63  working  days  per  quarter  and  30  report- 
ing offices,  the  average  office  has  a maximum  of  one  disposal  trans- 
action to  record  every  3 days. 

The  ENG  Form  0-836  is  the  key  document  in  the  system,  serving  as 
a means  of  recording  change,  a keypunch  form,  and  the  output  of  the 
ADP  system  for  the  new  quarter.  A clerk  records  information  directly 
on  it;  a second  copy  is  also  filled  in  to  provide  a record  to  use 
during  the  6 weeks  or  so  before  the  updated  forms  arrive.  Marking  up 
two  copies  is  a small  chore  because  of  the  small  volume  of  changes  and 
the  fact  that  most  changes  are  recorded  using  fewer  than  six  characters. 

Transcription  onto  coding  forms  is  performed  at  one  location,  REP, 
as  befits  a system  of  small  volume.  The  original  source  document  is 
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available  so  realty  specialists  at  REP-S  can  check  the  entries  made 
by  the  District  recording  clerks.  The  coding  operation,  which  in- 
volves entering  information  on  four  different  forms,  is  somewhat  more 
complex  than  the  other  systems  and  is  currently  well -handled  by  the 
realty  specialists  at  REP-S.  There  is  no  reason  to  move  any  REP-S 
disposal-reporting  operations  to  the  Districts. 

[ The  principal  problems  with  the  Disposals  reporting  system  stem 

[ from  the  fact  that  the  system  does  not  work  exactly  as  described  here- 

in nor  as  described  in  the  regulation.  The  principal  difference  is 
! _ that  REP  also  keeps  a complete  set  of  ENG  Form  0-836  sheets  and  records 

i disposal  actions  as  they  receive  evidence  of  them.  The  regulation 

states  that  all  Disposals  recording  should  occur  at  the  District,  and 
; thus  copies  of  all  relevant  documents  should  find  their  way  to  the 

P&C  Branch  at  the  District  level.  Unfortunately,  not  all  do.  Some 
documents  are  sent  only  to  REP  or  arrive  there  sooner  than  at  the 
District. 

This  problem  is  the  reason  for  the  dual  docket  sheet  system.  When 
the  marked-up  ENG  Form  0-836  comes  in  from  the  District,  the  REP  special- 
ists resolve  the  differences  between  the  two  as  best  they  can.  If  the 
District  has  a notifying  document  and  REP  does  not,  then  REP  accepts 
, ' the  District's  changes.  If  there  is  no  supporting  document  from  the 

District,  the  change  is  usually  accepted,  but  the  District  is  requested 
to  send  the  notifying  document  as  soon  as  possible. 

REP  usually  records  any  changes  which  they  believe  should  be  made 
but  a District,  for  one  reason  or  another,  has  not  made.  The  District 
thus  gets  back  output  which  does  not  match  their  input.  Since  ORL  and 
, MRO  did  not  realize  that  REP  was  keeping  their  own  record  of  changes, 

: they  did  not  understand  why  REP  was  changing  and/or  adding  to  their 

input. 

j This  dual  record-keeping  system,  although  it  creates  extra  work 

for  REP  and  is  confusing  to  the  District,  is  clearly  the  only  way  to 
! get  a reasonably  complete  Disposals  record  under  the  current  informa- 

tion system. 


Summary  of  Disposals  Reporting 

Clearly  what  is  needed  to  make  the  Disposals  ADP  system  work  more 
efficiently  is  to  insure  that  all  recording  of  disposal  actions  be 
done  at  the  District.  An  investigation  would  determine  the  nature  of 
the  problem  with  respect  to  the  flow  of  the  notifying  documents  through- 
out the  system.  Correcting  this  problem  would  allow  REP  to  phase  out 
the  maintenance  of  a separate  record  of  disposal  actions. 

J 
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/|  INLEASING  AND  OUTGRANTING 


DAEN-RE  keeps  records  and  makes  reports  pertaining  to  real 
estate  leases  and  permits.  Inleasing  includes  all  such  agreements  in 
which  the  Army  or  one  of  its  agencies  is  the  lessee.  Allocations  of 
space  by  GSA  to  other  Federal  agencies  are  included  here.  Out- 
granting  includes  all  real  estate  leases  in  which  the  Federal  Govern- 
ment is  the  lessor  (e.g.,  Government-owned  land  is  sometimes  leased  to 
private  parties  or  other  governmental  units). 


Inleasing  Procedure 

The  Inleasing  status  reporting  task  begins  with  the  arrival  of  a 
new  lease  or  an  old  lease  with  supplemental  agreements  attached.  The 
P&C  Branch  personnel  record  the  salient  facts  from  this  lease  according 
to  ER  405-1-1020.^ 

ER  405-1-1020  prescribes  the  80-column  coding  form  (ENG  Form  4477-R, 
Figure  17)  for  recording  the  information  for  new  leases.  Three  80- 
column  cards  of  information  are  specified  on  this  form;  however,  the 
third  card  is  used  only  for  recruiting  and  housing.  The  first  two  cards 
suffice  for  the  recording  of  most  leases. 

Columns  1 through  26,  called  the  keyword,  contain  the  same  informa- 
tion on  each  of  the  three  possible  cards.  They  fully  identify  the  lease, 
including  the  using  service.  District,  Division,  and  type  of  space. 

Other  card  columns  include  such  information  as  the  name  of  the  instal- 
lation or  address  of  the  land,  identification  of  the  buildings  involved, 
the  average,  the  effective  and  termination  dates  of  the  lease,  and  the 
fiscal  year  of  its  execution. 

After  a lease  has  been  recorded  on  an  ENG  Form  4477-R,  changes, 
supplemental  agreements,  or  renewals  are  recorded  by  marking  the 
changes  on  an  ADP  listing  of  District  leases  received  from  REP  each 
quarter. 

Figure  18  shows  a page  of  an  ADP  listing.  It  contains  the  same 
information  included  on  the  input  document,  ENG  Form  4477-R.  Changes 
to  a lease  are  made  by  crossing  out  the  old  information  with  a single 
red  line,  writing  in  the  new  value  above  that  line,  and  inserting  the 
proper  change  codes  in  front  of  the  line.  This  procedure  eliminates 
the  need  to  reenter  information  already  known  to  the  computer.  The 
preparer  merely  crosses  out  and  replaces  what  has  changed  and  specifies 
a change  code  to  tell  the  computer  the  type  of  change.  The  keypuncher 
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only  needs  to  punch  the  keyword  (columns  1 through  26),  the  change  code 
in  columns  27  and  28,  and  the  changed  item,  in  whatever  column  it 
appears.  Only  for  new  leases  must  every  column  of  the  ENG  Form  4477-R 
be  filled. 

Toward  the  end  of  the  quarter,  keypunching  is  done  by  the  District 
directly  from  the  marked-up  ADP  listing  and  the  new  ENG  Forms  4477-R. 
After  the  District  has  checked  and  corrected  the  keypunching  errors, 
the  corrected  deck  is  duplicated  and  listed  twice.  A copy  of  the  card 
listing  (referred  to  as  an  "80/80"  listing  in  the  regulation),  the 
punched  cards,  and  the  marked-up  ADP  listing  are  sent  to  REP  at  the 
end  of  the  quarter. 

REP  uses  the  marked-up  ADP  listing  and  the  card  listing  to 
manually  check  for  errors  in  the  District  work.  Any  errors  are  cor- 
rected, and  a corrected  set  of  punched  cards  is  sent  to  EDPC  to  be 
processed  by  the  Inleasing  ADP  System.  The  principal  output  of  the 
system  is  an  updated  ADP  listing  of  leases  by  District.  Each  District 
receives  four  copies  of  this  listing.  One  copy  is  used  as  a working 
copy  throughout  the  quarter;  one  copy  is  submitted,  marked  up,  to 
REP;  another  marked-up  copy  is  sent  to  the  Division;  and  the  fourth  is 
either  considered  extra  or  is  sent  on  to  another  branch  which  has  use 
for  it. 


Inleasing  Information  Flow 

The  flowchart  in  Figure  19  summarizes  the  Inleasing  process.  For 
new  leases,  the  pertinent  information  is  recorded  on  ENG  Form  4477-R; 
for  changes  or  renewals  to  existing  leases,  the  ADP  listing  is  marked 
with  the  new  information.  The  changes  on  the  ENG  Form  4477-R  and  on 
the  ADP  listing  are  keypunched,  proofread,  and  corrected. 

At  the  end  of  the  quarter  the  punched  cards  are  sorted  and  dupli- 
cated, and  two  listings  are  made.  One  set  of  punched  cards  and  a list- 
ing are  retained  at  the  District;  the  other  set  goes  to  REP,  along  with 
another  copy  of  an  ADP  listing  which  is  marked  up  especially  for  REP. 

Using  the  marked-up  ADP  listing  and  the  80/80  listing,  the  punched 
cards  are  checked  for  errors  and  corrected  by  REP.  The  ADP  listing  and 
the  card  listing  are  then  filed.  The  punched  cards  are  submitted  to 
the  Inleasing  ADP  system  along  with  a preprinted  job  request.  The 
principal  output  of  the  system  is  the  updated  ADP  listings,  of  which 
four  copies  are  sent  to  the  District. 


Outgrantinq  Procedure 


The  Outgranting  reporting  procedure  is  almost  exactly  parallel  to 
the  Inleasing  procedure.  The  regulation  governing  Outgranting  recording. 
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ER  405-1-1030,'*  prescribes  an  80-column  coding  form  (ENG  Fonn  4476-R, 
Figure  20),  which  is  very  similar  to  ENG  Form  4477-R.  Copies  of  an 
Outgranting  ADP  listing  (Figure  21)  received  from  REP  are  used  to 
record  changes  and  as  keypunch  documents.  The  marked-up  ADP  listing, 
the  punched  cards,  and  an  80/80  listing  all  must  be  submitted  to  REP 
at  the  end  of  the  quarter. 

The  most  notable  difference  between  the  two  systems  lies  in  what 
is  returned  to  the  Districts  by  the  ADP  systems.  For  Outgranting,  the 
District  receives  a punched  card  for  each  lease  that  is  due  to  expire 
in  the  coming  quarter.  If  the  Outgrant  is  not  renewed,  all  the  Dis- 
trict clerk  need  do  is  punch  a termination  code  onto  the  card  and  sub- 
mit it  as  part  of  the  next  quarter's  input.  No  record  of  leases  about 
to  terminate  is  provided  for  Inleasing.  The  District  Inleasing  clerks 
must  manually  search  the  list  each  quarter  to  find  this  information. 


Outgranting  Information  Flow 

The  flowcharts  in  Figure  22  summarize  the  Outgrant  status  report- 
ing procedure.  The  principal  difference  between  this  procedure  and 
Inleasing  is  that  the  ADP  system  prepares  a set  of  punched  cards  for 
those  grants  about  to  terminate  in  the  current  quarter.  Otherwise  the 
flow  of  information,  consisting  of  the  transmittal  of  ADP  listings, 
marked-up  copies,  and  punched  cards,  is  similar. 


Inleasing  and  Outgranting  Systems  Analysis 

Procedurally , Inleasing  and  Outgranting  are  fairly  efficient  ADP 
systems.  New  leases  are  entered  on  a preprinted  coding  sheet;  changes 
to  leases  need  only  be  marked  directly  onto  a listing  that  serves  as 
both  a keypunching  document  and  the  primary  source  of  information  about 
District  leases.  However,  in  their  execution,  these  two  systems  suffer 
problems  which  degrade  their  efficiency  considerably.  Most  of  the 
problems  center  around  the  ADP  listing. 

To  review  briefly,  a District  receives  four  copies  of  this  list- 
ing. One  is  used  as  a working  copy;  one  is  marked  up  and  sent  to  REP; 
one  is  marked  up  and  sent  to  the  Division;  and  one  is  considered  extra. 
Notice  that  the  copy  of  the  listing  used  as  a working  copy  during  the 
quarter  is  not  the  copy  sent  to  REP,  although  that  is  implied  in  the 
regulation.  In  fact,  one  of  the  principal  and  time-consuming  tasks 
from  the  District's  standpoint  is  preparing  a marked-up  copy  of  the 
ADP  listing  for  REP  to  accompany  the  punched  cards. 

A question  arises  as  to  why  the  District  cannot  send  the  ADP 
listing  which  they  have  been  marking  up  throughout  the  quarter.  The 
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answer  relates  to  turnaround  time.  The  Louisville  District  gives  the 
following  actual  dates  as  being  representative:  for  a quarter  ending 
September  30,  the  punched  cards  and  listings  are  sent  to  REP  by 
October  12,  and  the  new  listings  are  received  from  REP  around  November 
4.  Occasionally,  the  listings  are  not  received  until  a full  8 weeks 
after  the  end  of  the  quarter. 

It  simply  is  not  feasible  for  recording  clerks  at  the  District 
to  hold  all  lease  recording  from  6 to  8 weeks.  Thus,  data  for  leases 
arriving  at  the  P&C  Branch  during  this  interval  are  recorded  on  one  of 
the  copies  of  the  last  quarter's  listings,  usually  in  a different 
color  ink  to  distinguish  them.  Since  ER  405-1-1020  provides  very  par- 
ticular specifications  concerning  the  marked-up  docket,  such  as  "one 
red  line  through  changed  entries,"  and  since  the  clerks  involved  often 
need  to  make  notes  on  their  listing  to  aim  them  in  their  work,  the 
working  copy  of  the  listing  is  never  in  the  required  form. 

When  the  new  listings  do  arrive,  the  clerks  may  copy  the  changes 
made  so  far  that  quarter  onto  them;  however,  knowing  that  they  will 
have  to  repeat  this  copying  task  at  the  end  of  the  quarter,  they  often 
simply  put  the  new  lists  away  until  the  end  of  the  quarter,  when  they 
mark  up  copies  for  themselves,  their  Division,  and  REP.  Thus,  in 
effect,  the  useful  turnaround  time  for  these  systems  is  a full  quarter. 

Another  problem  is  the  design  of  the  ADP  listing.  While  it  is 
possihLe  to  keypunch  directly  from  it,  it  is  not  wel 1 -designed  for 
keypunching.  At  Louisville  District,  where  keypunching  is  done  outside 
the  P&C  Branch,  the  ADP  listing  is  not  used  as  a keypunch  source  docu- 
ment because  it  was  found  to  be  too  difficult  for  an  outsider  to 
follow.  Louisville  therefore  records  all  changes  and  keypunches  from 
the  ENG  Form  4477-R  (or  4476-R).  However,  they  still  must  mark  up  an 
ADP  listing  at  the  end  of  the  quarter  to  send  to  REP.  Thus  although 
the  listing  was  designed  to  provide  an  output  document  that  could  also 
be  used  as  a keypunch  source  and  a record  cf  changes,  it  has  actually 
resulted  in  creation  of  an  extra  chore  for  the  District. 

As  mentioned  earlier,  REP  uses  the  marked-up  ADP  listings  for 
error  checking,  and  indeed  a great  deal  of  error  checking  occurs  in 
the  Inleasing  and  Outgranting  procedures.  When  a lease  arrives  at  the 
P&C  Branch,  the  information  is  extracted  from  the  lease.  The  lease  is 
not  usually  referred  to  again  by  either  the  P&C  Branch  or  REP.  Thus 
a likely  source  of  errors--the  original  transcription  and  coding  of  the 
data--remains  unchecked. 

The  next  stage  of  error  checking  is  that  of  checking  the  keypunch 
ing  against  the  source.  This  is  best  done  by  verifying,  a procedure  in 
which  the  material  is  rekeyed,  usually  by  a different  operator,  and  the 
two  versions  are  compared.  If  the  cards  punched  are  reasonably  ac- 
curate, the  verifying  takes  less  time  than  the  original  punching  and 
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produces  a deck  that  is  notably  free  from  errors.  This  verification 
procedure  is  used  by  EOPC  in  the  decks  which  they  keypunch  for  REP 
(Acquisition  and  Disposals). 

However,  this  procedure  is  not  used  by  either  the  Louisville 
or  Omaha  Districts.  After  the  cards  are  punched,  they  are  given  to 
the  District  employee  in  charge  of  that  activity  to  be  checked  for 
keypunch  errors.  The  difficulty  concentrating  on  such  a tedious  task 
cannot  be  appreciated  unless  one  has  attempted  to  check  a large  pile  of 
cards  and  their  listing  against  a handwritten  source. 

Note  again  that  coding  errors  cannot  be  detected  at  this  point 
unless  they  are  obvious  (such  as  entry  of  an  "18"  to  designate  a 
month).  The  alert  employee  may  catch  obvious  errors,  but  it  is  a 
duplication  of  effort,  since  the  edit  programs  at  EDPC  already  look 
(or  should  look)  for  this  kind  of  error.  No  doubt  some  coding  errors 
are  caught  at  this  point  that  are  not  so  easily  detected  by  a machine, 
but  the  primary  purpose  of  the  check  at  this  point  is  finding  key- 
punching errors,  and  it  is  to  be  expected  that  the  majority  of  the 
attention  of  the  checker  is  directed  toward  keypunch  errors.  When  key- 
punching is  done  at  the  end  of  the  quarter,  there  is  a great  rush  to 
get  the  cards  to  REP,  and  little  effort  can  be  placed  on  finding  coding 
errors  which  may  have  occurred  up  to  3 months  previously. 

Final  error  checking  is  done  by  REP-S.  REP-S  looks  for  procedural 
errors,  i.e.,  those  where  the  District  has  tried  to  make  some  reasonable 
change  but  has  not  done  so  correctly.  For  these  types  of  errors,  the 
computer  will  process  the  input  data  but  may  not  give  the  desired  re- 
sults; e.g.,  a new  rental  amount  for  $420  per  month  may  be  read  as  $42 
per  month  if  incorrect  columns  were  keypunched.  Checking  for  these 
typ-'s  of  errors  seems  to  be  a reasonable  procedure,  but  it  is  not  at 
all  clear  that  it  is  cost-effective.  REP-S  devotes  considerable  time  to 
detecting  a relatively  small  number  of  errors,  and  Districts  spend  a 
great  deal  of  time  marking  up  an  ADP  listing  for  REP-S,  the  sole  purpose 
of  which  is  to  allow  REP-S  to  check  and  correct  District  errors.  If 
this  step  were  eliminated,  the  Districts  would  obtain  feedback  on  their 
errors,  which  they  would  have  to  correct  themselves;  they  would  thus 
learn  from  their  mistakes. 


Summary  of  Inleasing  and  Outgrantinq  Reporting 

It  is  recommended  that  REP  discontinue  the  practice  of  checking 
the  Districts'  input  cards  to  the  Inleasing  and  Outgranting  systems. 
The  practice  of  specially  marking  up  an  ADP  listing  at  the  end  of  the 
quarter  to  allow  REP-S  to  do  this  error  checking  should  also  be  dis- 
continued. This  change  alone  could  save  several  man-days  of  effort 
each  quarter  at  each  District.  The  Districts  may  or  may  not  continue 
to  mark  changes  and  keypunch  from  the  ADP  listing,  as  it  suits  their 
requirements  and  situation. 


A second  recommendation  for  Inleasing  is  that  a record  of  which 
leases  are  due  to  expire  in  the  future  (next  quarter,  next  two  quarters, 
next  12  months,  etc.)  be  sent  to  the  District,  as  is  done  in  the  Out- 
granting  system.  This  record  would  save  District  P&C  clerks  much  time, 
and  a duplicate  copy  of  this  list  would  no  doubt  be  a great  aid  to  the 
leasing  personnel  at  the  Districts  also. 


5 HOMEOWNER'S  ASSISTANCE  PROGRAM 
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[ When  a military  base  is  closed,  property  values  in  the  vicinity  : 

I often  decline.  The  Homeowner's  Assistance  Program  was  established  to  ! 

I partially  compensate  civilian  employees  of  DOD  and  military  personnel 

I who  sustain  losses  in  the  sale  of  a personal  residence.  DAEN-RE  is 

[ responsible  for  administration  of  this  program  and  the  concomitant 

! record-keeping  and  reporting. 

I 

( 

I Homeowner's  Assistance  Procedure 

The  central  document  for  Homeowner's  Assistance  (HA),  as  prescribed 
by  ER  405-345-700,®  is  the  HA  Docket  Sheet  (ENG  Form  4153,  Figure  23). 

Each  ENG  Form  4153  contains  up  to  640  characters  (eight  punched  cards) 
of  information  about  a single  application  for  assistance.  The  unique 
number  of  each  applicant  is  punched  into  columns  1 through  14  of  each 
of  the  eight  cards,  but  is  specified  only  once  on  the  form- -at  the  top 
left.  Lines  1 through  3 in  Section  I (General  Information)  fully 
identify  the  military  installation,  the  applicant,  and  his  property. 

, These  lines  are  filled  out  upon  receipt  of  all  applications. 

The  remainder  of  the  form  is  filled  out  as  action  is  taken  on  the 
application.  Line  4 of  Section  I is  concerned  with  the  determination 
of  eligibility  of  the  homeowner  and  any  appeals,  if  found  to  be  in- 
I eligible.  Sections  II  and  III  are  used  only  after  eligibility  is  de- 

termined. Section  II  is  concerned  with  the  amount  and  type  of  relief 
to  which  the  homeowner  is  entitled.  Section  III  is  concerned  with  the 
details  of  whatever  payments  and  mortgage  closings  are  required. 

Both  new  applications  and  changes  to  old  applications  are  re- 
corded directly  on  the  ENG  Form  4153.  Keypunching  is  also  done  dir- 
ectly from  this  form  at  the  District;  each  line  of  the  form  corresponds 
to  an  80-column  card,  and  the  keypunch  columns  for  each  data  item  are 
preprinted  as  part  of  the  form. 

Monthly,  the  keypunch  cards  corresponding  to  the  marked-up  ENG 
Forms  4153  are  submitted  to  REP  along  with  an  80/80  listing  of  the 
cards.  The  marked-up  ENG  Forms  4153  remain  at  the  District  so  that  the 
new  dockets  sent  from  DAEN-REP  can  be  checked  for  errors;  after  this 
is  done,  the  forms  are  discarded. 


Homeowner's  Assistance  Information  Flow 

The  flowchart  in  Figure  24  summarizes  the  HA  reporting  process. 

ENG  Form  4153,  the  HA  docket,  is  used  to  record  both  new  applications 

^Homeowner  's  Assie tanae  Program,  ER  405-345-700  (OCE,  1 September  1971). 
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and  changes  to  existing  ones.  At  the  end  of  the  month  the  dockets  are 
keypunched  and  the  errors  corrected.  The  dockets  are  then  filed;  the 
punched  cards  are  sorted,  listed,  and  duplicated.  One  listing  and 
punched  card  set  is  filed  at  the  District;  the  other  is  sent  to  REP. 

At  REP,  the  cards  are  again  checked  for  errors,  after  which  the 
80/80  listing  is  filed.  The  corrected  cards  are  submitted  to  the  HA 
ADP  system,  whose  principal  product  is  a set  of  updated  Homeowner's 
Docket  Sheets. 


Homeowner's  Assistance  System  Analysis 

The  HA  status  reporting  procedure  is  perhaps  the  best-designed 
system  of  the  six  real  estate  status  reporting  systems.  A minimum 
of  paper  is  used  and  circulated.  Only  one  form  is  required--ENG  Form 
4153,  which  serves  the  multiple  function  of  source  document  for  keypunch 
input,  output  from  the  ADP  system,  and  a record  of  the  progress  of  an 
individual  applicant.  The  volume  of  the  system  (about  3000  cards  per 
quarter,  1000  every  month)  is  well-suited  to  having  all  information 
about  an  applicant  on  a single  sheet  of  paper.  A complete  listing  of 
all  the  Districts'  applications  is  not  reprinted  each  month;  instead, 
only  applications  containing  changes  are  reprinted  and  sent  to  the 
Districts.  For  those  Districts  which  do  have  large  volume,  HA  infor- 
mation is  furnished  on  microfilm,  from  which  a machine  in  the  District 
office  can  provide  a hard  copy  of  the  film  as  it  is  necessary. 


Suiimary  of  Homeowner’s  Assistance  Reporting 

No  interim  changes  are  recommended  to  the  current  system;  it 
functions  quite  efficiently  as  it  is  currently  executed. 
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6 RELOCATION  ASSISTANCE 


When  the  Government  purchases  land  from  a private  landowner,  it 
not  only  pays  for  the  land  acquired,  it  may  also  pay  the  owner  for 
some  moving  and  related  expenses  under  the  Relocation  Assistance  Pro- 
gram passed  by  Congress  in  1970.  These  expenses  may  include  costs 
to  relocate  a personal  dwelling,  business,  and/or  farm.  The  Corps  will 
also  assist  the  owner  in  finding  a suitable  comparable  relocation. 

i 

i 

Relocation  Assistance  Procedures 

The  Relocation  Assistance  (RA)  status  reporting  task,  as  defined 
by  ER  405-1-663,®  is  concerned  with  reporting  on  the  progress  of  an 
individual's  application  for  assistance,  as  is  the  HA  task.  However, 
two  documents  are  used  for  RA,  whereas  only  one  document  (ENG  Form 
4153)  is  required  for  HA. 

The  RA  Docket  Sheet,  ENG  Form  4606-R  (Figure  25)  is  the  nine- 
card,  720-character  docket  sheet  for  recording  new  RA  applications  and 
changes  to  current  ones.  The  use  of  this  single-docket  sheet  began 
with  the  third  quarter,  FY77.  It  replaced  a three-part  docket  ENG 
Form  4382-R,  ENG  Form  4382A-R,  and  ENG  Form  4382B-R.  The  information 
on  the  ENG  Form  4606-R  is  identical  to  that  on  the  ENG  4382  series; 
only  the  format  was  chci.ged  to  allow  an  applicant's  record  to  fit  on  a 
single  page. 

Lines  1,  2,  and  3 of  ENG  Form  4606-R  serve  substantially  the 
same  function  as  the  same  lines  in  HA:  to  identify  the  applicant, 
the  property  acquired  from  the  applicant,  and  various  relevant  dates, 
such  as  the  date  of  the  notification  to  vacate  and  the  date  the  ap- 
plication was  received.  The  determination  of  eligibility  and  informa- 
tion on  any  appeals  filed  is  filled  in  as  progress  occurs  on  the 
application. 

When  an  application  is  approved,  appropriate  items  in  lines  4 
through  9 are  filled  out.  Included  are  the  various  expense  categories 
which  may  be  paid  under  this  program,  such  as  moving  expenses,  pay- 
ments for  direct  loss  in  a business  or  a firm,  and  expenses  incurred  in 
searching  for  a new  location. 

The  ENG  Form  4606-R  is  merely  a recording  docket  sheet;  it  is 
not  an  ADP  output,  as  is  the  ENG  Form  4153  of  HA.  The  ADP  output  of 
RA  is  a printout  of  the  input  information  in  a different  display 
(Figure  26).  Since  this  printout  is  not  on  a form,  there  are  no  pre- 
printed column  numbers,  and  a marked-up  copy  of  this  printout  cannot 
be  used  for  keypunching.  The  District  clerks  may  mark  it  up  to  cor- 
respond to  changes  which  are  entered  on  the  ENG  Form  4606-R,  but  there 
is  no  requirement  to  do  so. 

^Regulation  for  Implementation  of  the  Uniform  Relocation  Assistance 
Policy  Act  of  1970,  EP,  405-1-663  (OCE,  30  June  1973). 
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Quarterly,  the  cards  punched  from  the  ENG  Form  4606-R  and  a 
listing  are  sent  to  REP,  which  checks  for  and  corrects  District 
errors  and  submits  the  punched  cards  to  EDPC.  A new  ADP  output  is 
then  sent  to  the  District.  The  new  outputs  are  checked  at  the  Dis- 
tricts against  the  marked-up  outputs  of  the  previous  quarter,  after 
which  the  marked-up  outputs  are  discarded. 


Relocation  Assistance  Information  Flow 


The  flowcharts  shown  in  Figure  27  summarize  the  status  reporting 
tasks  for  relocation  assistance.  It  consists  of  recording  the  notify- 
ing document  onto  both  the  computer-generated  docket  sheet  and  the 
ENG  Form  4606-R  coding  forms.  The  computer-generated  docket  sheet  is 
not  essential  to  the  process;  keypunching  is  done  from  the  ENG  Form 
4606-R.  The  cards  are  checked,  sorted,  listed,  and  duplicated.  One 
set  is  kept  at  the  District,  and  the  other  set  is  sent  to  REP. 

At  REP,  the  cards  are  checked  against  the  punched  card  listing 
for  errors  and  corrected  before  submittal  to  the  RA  ADP  system.  The 
principal  output  of  this  system  is  the  updated  relocation  docket  which 
is  sent  to  the  District. 


Relocation  Assistance  System  Analysis 

The  most  striking  feature  of  the  RA  system  is  that  it  depends  on 
both  an  input  docket  (ENG  Form  4606-R)  and  an  ADP  output  docket  to  do 
the  job  that  is  done  by  a single  docket  (ENG  Form  4153)  in  the  HA 
system,  which  is  greatly  preferred  by  the  clerks  in  the  field  due  to 
its  simplicity.  Since  the  HA  system  is  the  older  of  the  two,  it  is 
not  a case  of  a better  design  being  found  for  the  newer  system.  There 
is  no  apparent  reason  why  the  RA  system  could  not  be  designed  with  a 
single  docket  to  parallel  the  HA  system. 

The  change  from  a three-page  (ENG  Form  4382  series)  docket  to  a 
one-page  (ENG  Form  4606-R)  docket  was  much  needed.  The  single-page 
docket  is  much  more  convenient  to  work  with.  However,  this  change 
does  not  eliminate  the  problem  of  separate  input  and  output  dockets. 

The  other  major  area  of  interest  is  the  input  error  checking  per- 
formed by  REPs.  The  following  examples  are  from  the  RA  system,  but 
the  general  features  of  the  discussion  apply  to  all  four  of  the  systems 
which  are  coded  at  the  District:  RA,  HA,  Inleasing,  and  Outgranting. 

Appendix  I of  ER  405-1-663  lists  seven  possible  types  of  applicants. 
A one-digit  code  representing  the  type  of  applicant  is  placed  on  the 
ENG  Form  4606-R  in  column  70  of  the  number  one  card.  It  determines  what 
other  columns  must  be  filled  out  and  which  ones  need  not  be  filled  out. 
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As  an  example,  if  the  application  is  for  a business,  then  on  lines  4 
through  9,  only  those  subsections  of  the  various  expense  categories 
marked  as  business  should  have  numbers  in  thetn.  Those  marked  as  farm 
or  dwelling  expenses  should  have  no  data  entered  into  them.  Thus, 
either  the  presence  of  data  in  a wrong  category  or  the  absence  of  data 
in  the  proper  category  is  considered  an  error.  Figure  28  shows  the 
Master  File  Edit  Listing  for  the  Omaha  District  as  of  12/31/76.  This 
is  an  error  report  generated  by  the  RA  ADP  system  and  sent  to  the 
District  about  6 weeks  after  the  end  of  the  quarter.  Line  1 of  the 
form  gives  the  diagnostic  message  "Missing  Dwelling  Information." 

While  it  is  impossible  to  tell  this  from  merely  looking  at  this  figure, 
the  application  is  for  Grapevine  Mine  Inc.,  which  is  really  a business. 
Hence,  what  is  really  wrong  with  this  RA  record  is  the  type  of  ap- 
plicant information,  which  was  coded  incorrectly  as  a dwelling. 

The  point  here  is  that  the  RA  ADP  system  checks  for  this  type  of 
error  and  brings  it  to  the  attention  of  District  personnel.  This  fact 
is  important  because  REP-S  employees  do  this  exact  same  checking 
manually  before  the  cards  go  to  EDPC. 

The  reason  for  this  dual  human  and  computer  checking  system  is 
simple  enough:  to  attempt  to  preserve  an  accurate  data  base.  REP-S 
employees  correct  whatever  errors  they  find,  because  otherwise  it  will 
be  at  least  the  next  quarter  before  District  errors  can  be  corrected. 
Although  some  errors  still  occur,  REP-S  employees  try  to  minimize  the 
number  of  errors  in  the  interest  of  having  as  accurate  a record  as 
possible  on  which  to  base  their  reports. 

There  are  several  disadvantages  to  such  a dual  system,  however. 

The  first  is  the  cost,  in  terms  of  man-hours,  of  doing  manually  something 
the  computer  already  does.  The  second  is  a less  quantifiable  cost, 
that  of  the  level  of  responsibility  expected  from  the  Districts. 

To  the  Districts,  the  situation  is  sometimes  very  confusing, 
since  they  never  receive  full  feedback  on  the  results  of  their  own 
actions.  While  REP-S  often  informs  the  Districts  when  it  changes  their 
input,  from  a learning  point  of  view,  it  would  be  better  for  the 
Districts  to  get  back  a listing  of  every  error  they  made  and  to  correct 
their  own  errors.  While  it  is  possible  that  the  error  lists  would  be 
longer  and  the  master  file  further  removed,  one  must  consider  whether 
the  manual  error  checking  is  cost-effective.  This  question  is  not 
easily  answered  without  a statement  of  REP  objectives  and  without  a 
record  of  the  number  of  errors  corrected  in  this  manner  each  quarter 
and  the  amount  of  time  spent  making  these  corrections.  For  instance, 
is  it  cost-effective  to  correct  District  entries  such  that  a report 
is  98  percent  up-to-date  instead  of  95  percent  up-to-date,  if  10  man- 
hours are  spent  achieving  that  extra  percentage  of  accuracy?  The  data 
required  to  answer  the  question  simply  do  not  exist.  REP-S  employees 
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do  not  keep  track  of  the  number  of  cards  corrected  in  this  way,  the 
percentage  of  errors  among  the  total  records  submitted,  nor  the  cost 
to  correct  them.  Even  if  this  were  known,  a statement  of  REP  ob- 
jectives would  still  be  necessary  to  determine  whether  the  improved 
accuracy  is  "worth"  the  cost. 


Summary  of  Relocation  Assistance  Reporting 

If  the  current  system  is  to  be  maintained  for  some  time  in  the 
future,  it  is  recommended  that  the  RA  system  be  designed  to  look  and 
perform  like  the  HA  system;  that  is,  that  it  have  a single  docket 
sheet  used  as  a keypunch  source  and  as  the  new  ADP  output  document  of 
the  system.  However,  design  and  conversion  costs  will  be  incurred, 
and  it  is  not  recommended  that  this  be  done  if  RA  is  to  be  included  in 
a consolidated  system  any  time  in  the  near  future. 

It  is  recommended  that  the  manual  error  checking  be  discontinued 
for  RA. 


7 OVERVIEW  OF  THE  SIX  SYSTEMS 


The  six  real  estate  status  reporting  systems  discussed  in 
Chapters  2 through  6 were  designed  by  different  people  at  different 
times.  Each  system  design  depends  on  the  technologies  and  resources 
available  when  being  designed  and  on  the  penchant  of  the  designers. 
Several  of  the  systems  have  undergone  changes  in  the  current  decade, 
but  no  work  has  yet  been  undertaken  to  transform  these  systems  into 
a single  information  system  for  DAEN-RE.  Each  of  the  six  systems  has 
significant  operating  differences  from  the  others;  thus,  a District 
employee  who  can  quite  competently  handle  one  system  may  be  incapable 
of  working  with  another. 

Aside  from  operating  differences,  there  was  another  type  of  in- 
consistency that  needed  to  be  resolved.  This  inconsistency  was  in 
the  coding  information  in  the  ADP  systems  for  the  Division/District 
codes  and  the  state  codes.  During  the  fourth  quarter  FY77,  however, 
codes  were  made  consistent  according  to  the  December  1975  version  of 
ER  18-1-12." 

Other  similar  examples  of  nonstandardization  can  still  be  cited. 

The  state  abbreviations  are  not  constant,  varying  from  the  five-character 
abbreviations  given  as  part  of  AR  18-12-10®  to  the  instruction  given  in 
the  Homeowner's  Assistance  regulation  to  abbreviate  to  four  letters 
without  any  reference  to  an  existing  list  of  abbreviations.  In  fact, 
many  different  versions  of  abbreviations  of  the  same  state  show  up  in 
the  Homeowner's  Assistance  Master  Tape.  Also  dates  are  not  recorded 
in  standard  format.  Most  of  them  are  in  the  form,  year-month-day 
with  two  digits  for  each;  however.  Homeowner's  Assistance  dates  are 
in  the  order,  month-day -year,  and  Acquisition  dates  are  ordered  day- 
month-year. 

These  examples  of  inconsistency  clearly  indicate  why  the  current 
systems  cannot  be  considered  a consolidated  information  system.  Yet 
changing  any  or  all  of  these  coding  schemes  would  be  an  expensive, 
time-consuming  process.  Not  only  would  revisions  to  almost  all  the 
current  regulations  be  required,  but  a large  number  of  ADP  programs 
which  produce  the  reports  for  Army  commands.  Congress,  and  other 
Federal  agencies,  as  well  as  all  the  current  data  in  the  ADP  data  bases 
would  require  modification.  With  such  a large  man-hour  cost  and  little 
or  no  increase  in  productivity  resulting  from  such  a change,  it  can  be 
understood  why  the  situation  has  remained  as  it  is. 


^Interim  and  Standard  Data  Elements  and  Codes,  ER  18-1-12  (OCE, 

1 December  1975). 

^Catalog  of  Standard  Data  Elements  and  Codes — Security  and  Intelligence, 

AR  18-12-10  (Department  of  the  Army,  12  December  1969). 
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Standardization  of  coding  systems,  while  a necessary  part  of  any 
attempt  at  consolidation,  is  not  itself  a reason  to  attempt  a consoli- 
dation. There  are  no  astounding  inadequacies  in  the  existing  real 
estate  systems,  provided  there  is  little  concern  for  how  far  out  of  date 
the  information  in  them  is  at  any  given  moment.  A change  to  a lease, 
for  example,  will  generally  not  be  reflected  in  any  real  estate  re- 
port for  3 months,  since  the  change  does  not  even  enter  the  ADP  system 
until  the  end  of  the  quarter  and  does  not  show  up  in  an  updated  system 
report  for  another  month.  If  a mistake  is  made  in  entering  lease  data, 
another  quarter  will  pass  before  that  mistake  can  be  corrected. 

The  degree  to  which  all  reports  and  information  are  out  of  date 
is  matched  by  the  degree  to  which  the  technology  employed  for  these 
systems  is  out  of  date.  Management  is  increasingly  demanding  "instant" 
information.  A paper  and  keypunch  batch  system  simply  cannot  provide 
that  kind  of  response  time  because  the  transactions  to  be  entered  in 
a batch  must  first  be  collected  to  form  the  batch.  Transactions  thus 
must  wait  for  processing  while  the  batch  is  being  formed;  if  for  some 
reason  they  are  not  processed,  they  must  wait  for  the  next  batch. 

Thus,  any  management  report  is  only  as  current  as  the  last  batch,  and 
demands  for  novel  or  unexpected  reports  can  rarely,  if  ever,  be 
handled  in  a timely  manner. 

The  demands  for  timely  and  accurate  reports  could  be  met  by 
developing  a consolidated  system  based  on  modern  technology,  which 
provides  for  greater  capabilities  than  the  coding,  keypunching,  and 
batch  processing  technology  used  in  the  current  systems. 

Installation  of  an  intelligent  terminal  with  a cathode  ray  tube 
(CRT)  at  the  Districts  would  permit  coding  clerks  to  enter  their  changes 
directly  to  the  computer  using  a picture  of  the  form  on  the  screen. 

The  computer  could  edit  the  input  at  the  time  of  entry,  inform  the 
clerks  of  errors,  and  prevent  transmission  of  data  until  the  errors  are 
corrected.  The  computer  could  also  signal  inconsistent  or  incomplete 
entries,  thus  performing  the  functions  that  REP-S  personnel  and  ADP 
editing  programs  now  perform.  If  desired,  the  correct  entry  could  be 
sent  directly  to  the  main  REP  data  base,  thus  producing  a data  base 
that  is  fully  up  to  date.  Alternatively,  if  the  cost  of  this  option 
proved  to  be  prohibitive,  the  changes  could  be  stored  at  the  District 
comnuter  and  sent  to  update  the  main  data  base  every  week,  month,  or 
quarter,  as  desired.  Another  possibility  would  be  for  REP  to  access 
each  District's  data  base  and  update  the  central  data  base  rather  than 
relying  on  the  Districts  to  send  the  data.  Since  the  changes  could 
be  sent  via  some  magnetic  recording  device,  such  as  a floppy  disk,  a 
cassette  tape,  or  by  telephone  line,  all  would  be  prechecked  by  a 
computer,  REP  employees  would  not  need  to  check  them,  and  the  workload 
involved  in  updating  the  data  base  would  be  reduced,  since  prechecking 
at  EDPC  could  be  considerably  reduced.  An  intelligent  terminal  in- 
stalled at  REP  would  provide  nearly  instant  access  to  the  latest 
information  . 
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Such  a change  has  vast  implications.  District  workload  could  be 
considerably  reduced,  since  there  would  no  longer  be  any  need  for  key- 
punching, coding  onto  coding  sheets,  and  checking  coding  sheets  and 
keypunch  cards.  A slightly  higher  grade  clerk  might  be  needed  to 
enter  the  data,  but  the  data  entry  onto  the  computer  would  be  all  that 
would  be  required  for  each  task.  There  would  be  no  large  tasks  to  be 
performed  at  the  end  of  the  quarter,  such  as  marking  up  a listing  or 
completely  copying  a working  draft. 

During  this  changeover,  a large  number  of  new  programs  would 
need  to  be  written  and  extensive  modifications  made  to  old  programs  and 
regulations.  This  period  would  thus  be  ideal  for  standardizing  the 
inconsistencies  in  operation  and  coding  discussed  in  this  chapter.  When 
the  activities  in  the  consolidated  system  are  consistent  in  coding  and 
operationally  similar,  each  District  clerk  should  be  able  to  handle 
status  reporting  for  any  of  the  activities.  This  fact  plus  the  elimi- 
nation of  work  that  must  be  done  at  the  quarter's  end,  should  reduce 
and  smooth  the  District  workload  sufficiently  so  that  the  cost  of  the 
changeover  would  be  recovered  in  a few  years. 


r 


8 RELATED  REPORTING  PROCEDURES 


During  the  investigation  of  the  six  real  estate  status  reporting 
systems,  District  and  REP  personnel  identified  two  other  reporting 
procedures  as  being  time-consuming  and  tedious:  updating  the  Real 
Property  Inventory  (RPI)  and  verifying  the  GSA  Standard  Level  Users 
Charge  (SLUC)  billings. 

Analysis  of  the  RPI  Data  System  was  not  included  in  this  research 
effort,  since  EDPC  was  modifying  it  for  use  during  FY77  at  the  time  of 
the  study.  However,  the  system  should  be  analyzed  in  depth  to  develop 
interim  and/or  streamlining  recommendations  and  possible  interface 
capabilities  with  a consolidated  system. 

Considerable  manual  effort  is  expended  by  District  and  REP  person- 
nel in  locating  and  resolving  inconsistencies  between  the  GSA  SLUC 
billings  and  the  Real  Estate  Inleasing  Master  File.  Automation  of  the 
process  for  locating  the  inconsistencies  would  reduce  the  burden  con- 
siderably, since  the  Districts  would  then  only  be  required  to  resolve 
the  inconsistencies  in  conjunction  with  GSA. 
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9 CONCLUSIONS  AND  RECOMMENDATIONS 


This  study  indicated  that  the  current  real  estate  status  report- 
ing systems  cannot  be  considered  a consolidated  information  system. 
Consolidating  the  systems  without  changing  their  current  level  of 
technology  would  not  be  cost-effective.  However,  a consolidated  in- 
formation system  based  on  modern  technology  could  recover  conversion 
costs  quickly  and  provide  significant  benefits. 

The  following  sections  present  conclusions  and  summarize  interim 
and  streamlining  recommendations  for  the  six  systems,  both  collect- 
ively and  individually,  as  well  as  for  two  related  procedures.  Recom- 
mendations for  proceeding  with  development  of  a consolidated  status 
reporting  system  are  also  presented. 


General  Streamlining 

Checking  of  District  input  is  a large  task;  REP  processes  over 
20,000  punched  cards  each  quarter.  The  amount  of  employee  time  needed 
to  check  these  cards  is  prodigious.  Dual  error  checking  is  not  cost- 
effective  and  has  created  results  that  are  detrimental  to  the  proper 
functioning  of  the  Corps'  information  system;  such  results  include  the 
lack  of  complete  feedback  to  (and  thus  responsibility  on  the  part  of) 
the  District  offices.  In  addition,  any  consolidation  of  the  systems 
will  necessarily  mean  greater  responsibility  for  the  District  to  input 
data  accurately  at  the  point  of  entry. 

It  is  therefore  recommended  that  greater  responsibility  for 
maintaining  the  accuracy  of  the  reporting  systems  be  assigned  to  the 
District  and  that  less  verification  and  correction  of  input  data  be 
required  of  DAEN-REP-S  personnel. 

As  an  adjunct  to  that,  however,  REP  would  need  to  maintain  records 
of  the  District  errors  and  receive  from  the  District  an  annotated  copy 
of  the  past  quarter's  error  list,  showing  the  changes  the  District  has 
made  to  correct  them.  Recording  District  error  rates  and  insuring 
that  the  past  quarter's  errors  are  properly  corrected  would  be  a much 
smaller  task  for  REP  personnel,  requiring  many  fewer  man-hours.  Initi- 
ally, this  practice  might  result  in  longer  error  lists,  but  the  Divisions 
and  Districts  should  be  made  aware  that  their  error  rate  is  their  own 
responsibility,  and  that  it  will  be  considered  a measure  of  their  per- 
formance to  be  published  in  CEPMS  (the  Corps  of  Engineers  Performance 
Measurement  System).  With  this  incentive,  the  error  listings  should 
diminish  and  the  accuracy  of  the  work  should  be  maintained  at  a high 
level . 
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The  Acquisition  system  vorks  quite  well.  No  interim  changes  are 
recommended.  No  significant  developmental  work  should  be  done  to 
change  this  ADP  system  becau  ,e  its  technology  is  close  to  being  out  of 
date.  However,  REP  shoi'io  l..'♦^e  that  not  all  t‘«e  information  on  the 
ENG  Form  2440  is  being  transcribed  and  entereu  into  the  Acquisition 
ADP  system.  If  this  unused  irn'ormiition  is  not  needed,  some  cost  savings 
would  be  accrued  by  eliminating  its  collection. 


Disposal  5 

The  flow  of  documents  for  the  Disposals  activity  is  not  a well- 
defined  procedure.  According  to  regulation,  all  recording  is  to  be 
done  at  the  District,  but  in  practice  some  recording  is  also  being 
done  at  REP  because  REP  is  receiving  copies  of  documents  that  the  Dist- 
ricts are  either  not  receiving  or  receiving  much  later.  Thus,  there 
is  a dual  record-keeping  system  for  Disposals,  with  a docket  for  each 
District  being  maintained  at  REP. 

It  is  recommended  that  this  dual  record-keeping  system  be 
abandoned.  All  notifying  documents  should  go  to  the  District,  and  all 
recording  should  be  done  there,  as  per  the  regulation.  Cost  savings 
could  be  effected  by  eliminating  this  duplicate  effort  at  REP.  The 
necessity  for  REP  personnel  to  match  their  docket  and  the  District 
docket  each  quarter  to  resolve  discrepancies  would  be  eliminated. 
Considerable  time  would  also  be  saved  at  the  Districts  if  their  dockets 
came  back  from  REP  without  unanticipated  changes. 


Ini  easing  and  Outgranting 

The  requirement  that  the  Districts  send  marked-up  ADP  listings 
for  Inleasing  and  Outgranting  to  REP  should  be  eliminated.  These 
listings  are  only  used  to  allow  REP  to  check  District  inputs.  At 
some  Districts,  the  marked-up  ADP  listings  are  produced  solely  for 
that  purpose,  while  at  others  they  are  not  in  the  correct  form  and  must 
be  recopied,  a time-consuming  task.  In  conjunction  with  this  recom- 
mendation, it  is  recommended  that  REP  discontinue  error-checking  of 
District  input  as  discussed  previously  in  the  general  streamlining 
section  of  this  chapter. 

It  is  recommended  that  the  Inleasing  ADP  system  be  augmented  to 
produce  a listing  of  leases  due  to  expire  in  the  future  as  an  aid 
to  the  Districts  in  performing  their  task.  Such  a list  is  currently 
produced  for  Outgranting. 


H<m ' owner's  Assistance 

The  Homeowner's  Assistance  system  works  quite  well;  no  speci- 
fic interim  changes  are  recommended  for  it. 


Relocation  Assistance 


If  the  current  Relocation  Assistance  system  is  to  be  maintained 
for  some  time  in  the  future,  it  is  reconriended  that  it  be  redesigned 
to  resemble  the  more  efficient  Homeowner's  Assistance  system;  i.e., 
it  should  employ  a single-docket  sheet  to  be  used  both  as  a keypunch 
source  and  as  the  ADP  output  of  the  system.  Because  of  the  conversion 
and  design  costs  that  would  be  incurred  by  such  a change,  this  change 
is  not  recommended  if  Relocation  Assistance  is  to  be  included  in  a 
consolidated  system  in  the  near  future,  since  there  would  not  be 
enough  time  to  recover  these  costs. 


Related  Procedures 


District  and  REP  personnel  indicated  that  the  RPI  updating  pro- 
cedure is  time-consuming  and  tedious.  It  is  recommended  that  this 
system  be  analyzed  in  depth  with  respect  to  the  reporting  procedures 
and  updating  processes  used,  so  that  interim  and/or  streamlining  recom- 
mendations can  be  determined  and  interface  capabilities  with  a consoli- 
dated system  can  be  developed. 

Considerable  manual  effort  is  expended  by  District  and  REP 
personnel  in  resolving  inconsistencies  between  the  GSA  SLUG  billings 
and  the  Real  Estate  Inleasing  Master  File.  Even  though  the  GSA  SLUG 
billing  is  not  a real  estate  system,  it  is  recommended  that  a complete 
analysis  of  the  real  estate  reporting  procedures  for  satisfying  this 
requirement  be  conducted.  Initial  investigation  should  begin  with  the 
feasibility  of  GSA  providing  a magnetic  tape  of  their  data.  Then  a 
computer  program  could  be  written  to  determine  any  inconsistencies 
with  the  Inleasing  Master  File.  A list  of  inconsistencies  could  then 
be  sent  to  the  Districts,  REP,  and  GSA.  This  procedure  would  eliminate 
the  need  for  District  personnel  to  find  the  inconsistencies,  which 
is  the  tedious  task;  they  would  only  be  required  to  resolve  them  in 
conjunction  with  GSA. 


Development  of  a Consolidated  System 

It  is  recommended  that  General  Functional  System  Requirements 
(GFSR)  and  an  economic  analysis  of  a consolidated  Real  Estate  Automated 
Status  Reporting  System  (REASRS)  based  on  the  modern  technology  des- 
cribed in  Chapter  7 be  prepared  for  approval,  along  with  a preliminary 
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design  concept.  Such  a system  would  increase  the  timeliness  and 
accuracy  of  the  information  systems  while  standardizing  operations 
and  internal  codes.  The  consequent* reduction  in  the  District  work- 
load would  result  in  rapid  recovery  of  the  conversion  costs. 

In  addition,  the  feasibility  of  interfacing  the  real  estate 
finance  and  accounting  procedures  with  the  consolidated  status  re- 
porting system  into  one  Real  Estate  Management  Information  System 
(REMIS)  should  be  investigated. 
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Figure  5.  ORD  Form  743. 
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ACQUISITION  DOCKET  SHEET 
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Figure  11.  Acquisition  Flowchart--Automated  System  (Omaha) 
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I STANDARD  FORM  III 
OCCCMRCn  l«S3 
PRCSCRlOSO  BY  CCNFRAC 

1 SERVICES  ADMINISTRATION 
RCSCHVATtON  2 IV  201  00 


REfORTOF  EXCESS 
REAL  PROPERTY 


I.  MOLOINO  AGENCY  NO. 

LOU-F-413 

2 DATE  OP  REPORT 

23  June  )972 


I DATE  RECEIVED  <CSA  w 

I oniF) 


OSA  CONTROL  NO.  (OtA  witl 
ent>)  I 


2.  TO  (Furniili  addrctt  ol  GSA  fcflonjl  olfictt) 

General  Services  Administration,  Region  4 

1776  Peachtree  Street,  NW 

Atlanta,  '.florcid  303Q9 

S.  NAME  AND  ADDRESS  OF  REPRESENTATIVE  TO  BE  CONTACTED 

District  Engineer,  Louisville  District 
Corps  of  Ingineers,  P.  0.  Box  59 
Louisville,  Kentucky  4Q7Q1 

7.  PAOriRTV  IDENTIFICATION 

3.47  acres  of  land  in  fee,  being  a portion 
of  Lock  and  Dari  No.  1,  Barren  River,  with 
structures  located  thereon. 

E.  EAACE  DATA 


4.  FROM  (Aim*  and  addritf  ol  noid«nf  •••ncy) 

Department  of  the  Amy 
Office  of  Chief  of  Engineers 

Uastiinytnn.  fl.  C PQ31-1 

E.  NAME  AND  ADDRESS  OF  CUSTODIAN 

District  Engineer,  Louisville  District 
Corps  of  Engineers,  P.  0.  Box  59 
Louisville,  icntuckv  4Q2Q1 

t.  PROPERTY  ADDRESS  (Givt  full  lecAlion) 

On  right  bank  of  Barren  River,  approximately 
3 miles  south  of  Richdrdsvi 1 le,  Warren 
County,  Kentucky. 
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Q.  TERMINATION  RIGHTS  (In  a«yi) 
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14.  TYPE  OF  CONSTRUCTION 

See  Form  118-A  attached 


IS.  HOLDING  AGENCY  USE 

Portion  of  lock  and  dam  facility 
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IS.  RANGE  OF  POSSIBLE  USES 

Home  sites  and  recreational. 


17.  NAMES  AND  ADDRESSES  OF  INTERESTED  FEDERAL  AGENCIES  AND  OTHER  INTERESTED  PARTIES 

Rollie  N.  Blancett,  P.  0.  Box  147.  Calhoun,  Kentucky  42327 

IS.  REMARKS 

This  property  has  been  screened  against  the  known  needs  of  the  Department  of  Defense. 


19.  .EPORT  AUTHOR. 2ED  BY 

Tame 

FRED  MORGAN 


Chief,  Real  Estate  Division 


/s/  Fred  Morgan 


Figure  12.  SF  118. 
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Figure  14.  ENG  Form  0-836,  Camp  Atterbury 
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Figure  24.  Homeowner's  Assistance  flowchart. 
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DUPLICATE 

PUNCHED 


RCS.  OAEN-RE-18 


DATE -7 306 30 
DISTRICT-PHIL 
TYPE  REPORT-ACTIVE 

N-J 


TITLE  II,  PL  91-646 
RELOCATION  PAYMENTS 
DOCKET  SHEET 

KEYW0RD-0X0340002n879 

PROJECT- -DELAWARE  WTK  GAP  NRA  SUSSEX  COUNTY 

APPLICANT-  PROGRAM  (AGENCY)  CODE 8 

NAME MARVEL  IRMGARD  OWNER-TENANT  CODE 0 
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OATES  RENT  AUTH-  HARDSHIP-PAYT-  LATEST-PAYT-730419 


ELIGIBILITY  AND  APPEAL  INFORMATION 
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REASON  IF  INELIGIBLE 0 DATE BY 
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CLAIMED  HARDSHIP  PAYMENTS  TOTAL  PAYMENTS 

ACTUAL  MOVING  EXPENSE- 

dWELLING  $ , . $ , . $ 

BUSINESS 
FARM 

FIXED  MOVING  EXPENSE- 
DWELLING 450.00  , . 425.00 

BUSINESS 
FARM 

DIRECT  LOSS- 
BUSINESS 
FARM 

SEARCHING- 
BUSINESS 
FARM 

REPLACEMENT  HOUSING 
INCREASED  INTEREST  COSTS 
CLOSING  COSTS 
RENT  AUTH.  ($  , . ) 

RENTAL  payments 
DOWN  payments 


GRAND  TOTAL 


450.00 


00  $ 


425.00 


Figure  26.  Relocation  Assistance  ADP  output. 
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Figure  27.  Relocation  Assistance  flowchart 
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